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PRE-APPLICATION WALKTHROUGH  
This document will guide applicants through the process of submitting a Pre-Application for the 
Lansing CARES Small Business Assistance Program. The Pre-Application is intended to determine 
eligibility and is a very simple application. If you have additional questions after reviewing this 
document and all additional program documents, you may contact rachel@purelansing.com or 
ǳǎŜ ǘƘŜ ά!ǎƪ ŀ vǳŜǎǘƛƻƴέ ōǳǘǘƻƴ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ ǿŜō ǇŀƎŜΦ   
 
This document walks thrƻǳƎƘ ǘƘŜ ǇǊƻŎŜǎǎ ƻŦΧ 

- Registering and Starting Your Pre-Application (page 2)  
- Returning to and Finishing Your Pre-Application (Using Save and Continue Later Link) 

(page 14) 
- Returning to and Finishing Your Pre-Application (No Save and Continue Later Link) (page 

16) 
- What to Do If You MUST Submit a New/Additional Pre-Application (page 19) 

  

mailto:rachel@purelansing.com
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REGISTERING AND STARTING YOUR PRE-APPLICATION 
Step 1 
Go to www.lansingmi.gov/smallbusiness. Read the description of the Lansing CARES Small 
Business Assistance Program. Then, review the Program Overview document, FAQ document, 
and Full Application Info document by clicking on their links. DO NOT SKIP THIS STEP!  

 
 
 

http://www.lansingmi.gov/smallbusiness
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Step 2  
Once you have read the program documents and think that your business is eligible, you are 
ready to start the Pre-!ǇǇƭƛŎŀǘƛƻƴΦ 5ƻ ǎƻ ōȅ ŎƭƛŎƪƛƴƎ ǘƘŜ άwŜƎƛǎǘŜǊ ŀƴŘ {ǘŀǊǘ ŀ tǊŜ-!ǇǇƭƛŎŀǘƛƻƴέ 
link.  
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Step 3 
You will arrive on the webpage shown below. Fill in your identifying information and create a 
username and password. Be sure to save the email address, username, and password you use! 
You will need this to return to your application and/or access the Full Application. Also, be sure 
to use an email address that you have access to and regularly monitor. Once you have 
ŎƻƳǇƭŜǘŜŘ ǘƘƛǎ ǇŀƎŜΣ Ƙƛǘ άǎǳōƳƛǘΦέ

 
 
Step 4 
!ŦǘŜǊ ƘƛǘǘƛƴƎ άǎǳōƳƛǘΣέ ȅƻǳ ǿƛƭƭ ōŜ ǎƘƻǿƴ ǘƘŜ ǎŎǊŜŜƴ ōŜƭƻǿΦ /ƭƛŎƪ ά!ŎŎŜǎǎ ǇǊŜ-ŀǇǇƭƛŎŀǘƛƻƴ ŦƻǊƳΦέ
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Step 5 
You are now beginning your Pre-Application. Questions will be shown on several screens, and 
you may monitor your progress using the progress bar at the top of each page.  
 
9ŀŎƘ ǇŀƎŜ ǿƛƭƭ ƘŀǾŜ ŀ άbŜȄǘέ ōǳǘǘƻƴ ŀƴŘ ŀ ά{ŀǾŜ ŀƴŘ /ƻƴǘƛƴǳŜ [ŀǘŜǊέ ōǳǘǘƻƴΦ /ƭƛŎƪƛƴƎ άbŜȄǘέ 
will save your work and bring you to the next page of the Pre-Application. /ƭƛŎƪƛƴƎ ά{ŀǾŜ ŀƴŘ 
/ƻƴǘƛƴǳŜ [ŀǘŜǊέ ǿƛƭƭ ǎŀǾŜ ȅƻǳǊ ǿƻǊƪ ŀƴŘ ŀƭƭƻǿ ȅƻǳ ǘƻ ǊŜǘǳǊƴ ǘƻ ǘƘŜ tǊŜ-Application at another 
time. It will NOT submit your Pre-Application. More informatƛƻƴ ŀōƻǳǘ ά{ŀǾŜ ŀƴŘ /ƻƴǘƛƴǳŜ 
[ŀǘŜǊέ Ŏŀƴ ōŜ ŦƻǳƴŘ in the RETURNING TO AND FINISHING YOUR PRE-APPLICATION (using Save 
and Continue Later link) section on page 14 of this document.  
 
To continue your Pre-!ǇǇƭƛŎŀǘƛƻƴΣ ŎƭƛŎƪ άbŜȄǘΦέ 
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Step 6 
Fill out your applicant and business contact information. Be sure to use contact information 
ǘƘŀǘ ȅƻǳ ƳƻƴƛǘƻǊ ǊŜƎǳƭŀǊƭȅΦ /ƭƛŎƪ άbŜȄǘΦέ 

 
 
Step 7 
bŜȄǘ ȅƻǳ ǿƛƭƭ ƴŜŜŘ ǘƻ ŘŜŦƛƴŜ ȅƻǳǊ ōǳǎƛƴŜǎǎΩǎ ǎŜǊǾƛŎŜ ŀǊŜŀΦ This is required for all applicants and 
is part of the eligibility determination. 5ƻǿƴƭƻŀŘ ǘƘŜ ƳŀǇ ǇŘŦ ōȅ ŎƭƛŎƪƛƴƎ άƻƴ ǘƘƛǎ ƳŀǇΦέ Lǘ ǿƛƭƭ 
open in a new internet tab.  
 
As shown on the example, mŀǊƪ ȅƻǳǊ ōǳǎƛƴŜǎǎΩǎ ǎŜǊǾƛŎŜ ŀǊŜŀ ƛƴ ŜƛǘƘŜǊ w95 ƻǊ .[¦9Φ ¸ƻǳ Ŏan do 
this electronically in a computer program or by printing your map out and circling your service 
area in red or blue pen/marker/crayon.   
 
Once you have downloaded ǘƘŜ ƳŀǇΣ ŎƭƛŎƪ άbŜȄǘΦέ
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Step 8 
Now you will upload your service area map into the application. If you printed out the map and 
marked your service area on paper, you will need to scan it back into your computer so you 
may upload it. If necessary, you may also upload a clear overhead photo of the map with your 
service area marked on it. Click ά/ƘƻƻǎŜ CƛƭŜέ ŀƴŘ ǎŜƭŜŎǘ ȅƻǳǊ ƳŀǇ ŦǊƻƳ ȅƻǳǊ ŎƻƳǇǳǘŜǊΦ  
 
In question #1, you will explain Ƙƻǿ ȅƻǳ ŘŜǘŜǊƳƛƴŜŘ ȅƻǳǊ ōǳǎƛƴŜǎǎΩǎ ǎŜǊǾƛŎŜ ŀǊŜŀΦ tƭŜŀǎŜ ƴƻǘŜ 
that the applicant must self-ŘŜŦƛƴŜ ǘƘŜ ōǳǎƛƴŜǎǎΩǎ ǎŜǊǾƛŎŜ ŀǊŜŀ ŀƴŘ LEAP or city staff may not 
assist in making this determination.  
 
/ƭƛŎƪ άbŜȄǘΦέ 
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Step 9 
Next you will begin to see eligibility check questions. Follow the prompts and answer each 
ǉǳŜǎǘƛƻƴ ǘƘŀǘ ŀǇǇŜŀǊǎ ƻƴ ǘƘŜ ǇŀƎŜ ŦƻǊ ȅƻǳΦ ²ƘŜƴ ƴƻ ƳƻǊŜ ǉǳŜǎǘƛƻƴǎ ŀǇǇŜŀǊΣ ŎƭƛŎƪ άbŜȄǘΦέ 

 
 
Step 10 - Ineligibility 
!ŦǘŜǊ ŎƭƛŎƪƛƴƎ άbŜȄǘΣέ ȅƻǳ ǿƛƭƭ ŜƛǘƘŜǊ ōŜ ŘƛǊŜŎǘŜd to the next page of questions, or you will 
receive a message stating that you are ineligible that looks like the screenshot below. If you 
receive this message and believe there has been a mistake, you may ŎƭƛŎƪ άtǊŜǾƛƻǳǎΣέ ǊŜǘǳǊƴ ǘƻ 
the previous page of questions, and change your answer. If there has been no mistake and your 
business is ineligible, you may close out of the window. 
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Step 11 
LŦ ȅƻǳ ŀǊŜ ŘƛǊŜŎǘŜŘ ǘƻ ǘƘŜ ƴŜȄǘ ǇŀƎŜ ƻŦ ǉǳŜǎǘƛƻƴǎΣ ŀƴǎǿŜǊ ǘƘŜƳ ŀǎ ǘƘŜȅ ŎƻƳŜ ǳǇΦ /ƭƛŎƪ άbŜȄǘέ 
when no more questions appear. 

 
 
Step 12 
Answer the questions displayed on the page, including information about your anticipated 
funding request and what the funds would be utilized for. This request may be adjusted on the 
Full Application but please provide as accurate information as possible. When you have 
ŦƛƴƛǎƘŜŘΣ ŎƭƛŎƪ άbŜȄǘΦέ 
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Step 13 
Answer the questions about application assistance. If you request technical assistance 
completing the full application, please answer #18 detailing what you think you will need the 
most assistance with and/or why you are requesting TA. 
 
(Please note, a description of what will be required for the Full Application is available at 
www.lansingmi.gov/smallbusiness ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ άCǳƭƭ !ǇǇƭƛŎŀǘƛƻƴ LƴŦƻ 5ƻŎǳƳŜƴǘέ ƭƛƴƪΦύ 
 
/ƭƛŎƪ άbŜȄǘΦέ

  
 
Step 14 
Answer question 19 then ŎƭƛŎƪ άbŜȄǘΦέ

  
 

http://www.lansingmi.gov/smallbusiness
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Step 15 
!ƴǎǿŜǊ ǘƘŜ ǉǳŜǎǘƛƻƴǎ ŀƴŘ ŎƭƛŎƪ άbŜȄǘΦέ 

 
 
Step 16  
Read the acknowledgements as they come up. When no more acknowledgements come up on 
ȅƻǳǊ ǎŎǊŜŜƴΣ ȅƻǳ Ŏŀƴ Ƙƛǘ ά{ǳōƳƛǘΦέ 

 
 
 
 


